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CN Claims Application Navigation Tips

o Click HOME icon to return to MAIN MENU
0 User Access Group will determine the options to be displayedhe Menus
A Child Nutrition Viewerc View Claims; Print reports
A Child Nutrition Claims Entry View and Enter claims; Print reports
A CHld Nutrition Submitter¢ View, Enter and Submit claims; Print reports
A Child Nutrition Approverc View and Approve claims; Print reports
Hover over the SuMenu Item to view other related options.
Print a screenshot; Right Click/select Print
Print Prevew a screenshot; Right Click/select Print Preview
Buttons
A SEARCH
1 Retrieves data based on the criteria enteredf not found, the system
RAALX @& a! 55¢ odzitzy G2 SyYyadSNII ySg
9 Click the Search button in the Data entry screen for a new search

o O O ©

« < > B

icon is use to show First, Previous,Next, or Last record

RESEGT clears all Search criteria fields
SAVK; saves data in all tabs of the screddisabled if payments are being
processed)
DELETEdeletes data in all tabs of the screduisabled if payments ar being
processed)
A PRINT generates and saves PDF to repgueue OR displays report on screen
A SUBMIT¢ Submits Claim for Approvdbisabled if payments are being

processed)
A APPROVE Approves Claim for processir(disabled if payments are being
processeq

> > >

>

MAIN MENU

Arkansas Child Nutrition Claims Application [ & Logged in as 0101cnclaims @ Q;qn Out

e LEA® 0101000, Role: District Claims
S

o -

# Monthly Claims v  Reports ~

4 2@0SNAY 3 20SN) GKS ¢2L) wA3IK{d a[233SR Ayé¢ | NBI ARSY
1 User LogifName
1 LEA number
1 User Role (i.e District Claims Entry)
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IFPayments are being processed &¥ild Nutrition,normally on Friday users will not be able tgign
in. The message below is displayed:

Arkansas Child Nutrition Claims Application  [Déw

e’ :
ArkansasiDepartment ofgE

o h uoh | T e e 0
Child*Nutrition Unit
o e 2.0 ,
Payments are being Processed.... Please Sign Out and Try Again Later

MONTHLY CLAIMS

Arkansas Child Nutrition Claims Application QA & Loggedin as 0101cnclaims @ Sign Out

Arlgén‘sasDepament,,of EdUcatio

Jhild'Nutrition Unit

" - o

.1 Monthly Claims ~ Reports ~

FYR Inquiries »

Entry »

TheMonthly Claimsub-menu consists of the following Options:

FYR Inquiries
Note: School District personnel will have access to assigned LEA information only.
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Arkansas Child Nutrition Claims Application G & Loggedin as 0101cnclaims @ Sign Out

L] Monthly Claims ~ Reports

FY Inquiries.
Entry » Claims Status
Claims Out of Balance
Snacks Enrolied
FY Inquiries

Arkansas Child Nufrition Claims Application [Dew & Logged in as Usemame @ Sign Out

# Monthly Claims ~  Reports ~

Claims FYR Inquiries

Fiscal Year LEA 0101-000 Effective Date

LEA Fiscal Year County District Name Effective Date School Term
0101-000 2013 Arkansas Dewitt 6/30/2013 R
0101-000 2013 Arkansas Dewitt 5/31/12013 R
0101-000 2013 Arkansas Dewitt 4/30/2013 R
0101-000 2013 Arkansas Dewitt 3/31/2013 R
0101-000 2013 Arkansas Dewitt 2/28/2013 R
0101-000 2013 Arkansas Dewitt 1/31/2013 R
0101-000 2013 Arkansas Dewitt 12/31/2012 R
0101-000 2013 Arkansas Dewitt 11/30/2012 R
0101-000 2013 Arkansas Dewitt 10/31/2012 R
0101-000 2013 Arkansas Dewitt 9/30/2012 R
Showing 110 10 of 36 < Previous n 2 3 4 Next>

Enta Search Criteria, click SEARCH and select the desired tecosds

Child Nutrition Claims ApplicationDistrict User Manual Pageb



Child Nutrition Claims Application District User Manual

Arkansas Child Nutrition Claims Application  Jles Logged In 35 Usemame & Sign Out

"

s M Ll
[ ’

# Monthly Claims - Reporis

Child'Nutrition Unit

Maonthly Claims (Breakfast, Lunch, Snack, Milk) - Inquiries

LEA  0101-000 Fiscal Year 2013 Q Search | & Print
Superintendent  Gary Wayman District  Dewitt County  Arkansas
Address  Po Box 700 City  Dewitt
State AR dp 720420000 Phone  (870) 948-3576
FSD Mame  Sharon Duncan FSD Address 422 \Wiest First FSD City  Dewitt
FSD State AR FSDZip 720420000 FSD Phone  (870) 946-4651
Stop Code Mo Stop Date DUNS# 092924224 Community Eligibility  Yes
Consult Area SE Last Oct Enrollment 1295 Safety Net  Yes Pre-K Enrollment 13 School Type 1
No. Schools 4 Mo. Schools in Met 0 Mo. Serving Sites 4 Severe Meed Breakfast School 4
Provision Two Mo Charter School Mo Performance Based  No Performance Based Dale
Federal ID 716021322 Days Served: Regular 9 Summer 12 Seamless Summer 0
Effective Date  05/31/2013 School Term R Entry Date 09122013 Prepared By ~ whatup

Financial Breakfast Lunch Milk Snack

Funds Available Expenditures
Opening Cash Balance 1802216 Food 51566.51
Federal Reimbursement  70000.00 Labor 2513035
Student Meal Income  5300.00 Loan Repayment  100.00
Adult Meal Income 1254.50 Other  3645.73
Ala Carte Meal Income  100.00 Total Expenditures ~ 30445.59

Contract Meal Income  1700.00
Loan to Program ~ 12864.17

Other Cash Income 43441

Total Income  110315.24 Closing Cazh Balance 0.00
Unpaid ltems
Food 2373116 Labor 22749.35 Other 0.00 Total 46450.54
Ending Food Inventory, excluding USDA Commodities 339047 USDA Donated Food Inventory 339047
Due Fed 46803.01 Contract 5199.60 Other 369.95 Total 52372.56

Total Reimbursement Due District (B/L/S/M): 4692645

T /tAO] &.NBI1Flrad [dzyOKé (lo G2 OrSs
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GaArtl {yl O1¢

01 G o (fdaRaedsisS s aAf {1 k{yl
O1 Gt NARyidé¢ odzitzy i

T /€A
T /fA 2 LINAYyG FEf AyTF2N
Claims Status

Note: School District personnel will have access to assigned LEA information only.

# Monthly Claims - Reporis «

Claims Status

Fiscal Year Effective Date Claims | Entered
Not Entered
Submitted
Approved
Processed

1 m_|»

Enter Search Criteria
9 Fiscal Year
i Effective Date
1 Status Type
o Claims Entered LEA information is displayed if titaim habeen
Enteredfor the desiredriscal Yeaand EffectiveDatebut NOT
Submitted

Arkansas Child Nutrition Claims Application [E¥) Logged in as Usemame Sign Out

Afkansaé Depaitment ofEdlica

Child*"Nutrition Uni
™ ® = e

# Monthly Claims ~ Reporis «

Claims Status

Fiscal Year | 2013 Effective Date = 06/2013 Claims =
Not Entered ]
Submitted ‘5
Approved B
Processed >
Claims Entered Fiscal Year: 2013 Effective Date: 6/30/2013
LEA County District Name Phone
0101-000 Arkansas Dewitt (870) 946-3576
Showing 110 1 of 1 < Previous n Next >

0 Not Entered; - LEA information is displayed if the Claim N&3T been
Enteredfor the desiredFiscal Yeaand EffectiveDate
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0 Submitted- - LEA information is displayed if the Claim hasn
Submittedfor the desiredriscal Yeaand EffectiveDate

0 Approved- - LEA information is displayed if the Claim has been
Approvedor processing for the desirdéiscal Yeaand EffectiveDate

0 Processed LEA informationwith Payment Datés displayed if the Claim
has beerProcessedbr the desiredriscal Yeaand EffectiveDate

Claims Out of Balance
1 - LEA information is displayed if the Claindig of Balancémay haveollowing
issues)
0 Binding errors
o Negative Closing balance
0 Stop Code/Date indicating claims canive paid (found on Monthly
Claims Scregncontact Child Nutrition

Snacks Enrolled
i Enter Search criteria for Fiscal Year

Arkansas Child Nutrition Claims Application  [B&¥)

R
?kansas"De
“hi

‘1.ldv.'Nut1:i401‘,1‘ni

# Monthly Claims ~  Reporls ~
Snacks Enrolled

Fiscal Year

Fiscal Year District Name Area Eligible Non-Area Eligible

0101-000 2013 Arkansas Dewitt 4 0

0101-000 2014 Arkansas Dewitt 4 0

Showing 110 2 of 2 < Previous Next >
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Entry

Arkansas Child Nutrition Claims Application [N & Logged in as 0101cnclaims @ Sign Out

‘, . 4
ArkansasiDepaitment ofgEdUCalO

Child'Nutrition Uni

'] Monthly Claims v [T TERS

FYR Inquiries »

Monthly Claims
While Payments are being processed by Child Nutrition, normatiyFriday users will
not be alde to SAVE, DELETE, SUBMIT or APPROVE aAlagar will receive the
message belovand the request will NOT be completed:

Arkansas Child Nutrition Claims Application  [Déw & Logged in as 2307cnclaimsx @ Sign Out

¥
Arl@‘hé'as'Depa itment ofgEdUEation!

Child'Nutrition Unit"

Payments are being Processed.... Please Sign Out and Try Again Later

Note: School District personnel will have access to assigned LEA information only.
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Monthly Claims

Regular
Fiscal Year LEA  0101-000 Effective Date School Term Summer
Seamless Summer

[ »

LEA Fiscal Year District Name Effective Date School Term Error Code
0101-000 2013 Dewitt 6/30/2013 R 0
0101-000 2013 Dewitt 53112013 R 999
0101-000 2013 Dewitt 4/30/2013 R 999
0101-000 2013 Dewitt 3/31/2013 R 999
0101-000 2013 Dewitt 2/28/2013 R 999
0101-000 2013 Dewitt 1/31/2013 R 999
0101-000 2013 Dewitt 12/31/2012 R 999
0101-000 2013 Dewitt 11/30/2012 R 999
0101-000 2013 Dewitt 10/31/2012 R 999
0101-000 2013 Dewitt 9r30/2012 R 999
Showing 110 10 07 36 < Previous E 2 3 4 Next>

Error Code Column indicates the status af ttaim
i 0- Claim has been ENTERED
1 777¢Claim has been SUBMITTED
i 888¢ Claim has been APPROVED
1 999¢ Claim has been PROCESSED
Enter Search Criterdeombination of LEA/FiscalYear/EffectiveDate/SchoolTerm):
9 Combination of LEA/FiscalYear/Effectia& SchoolTerm
9 If user enters a value in ALL fields, clicks SEARCH and a record is NOT
found, theADDbutton will show in order to create a new Monthly
Claim record.

Monthly Claims

Fiscal Year | 2013 LEA  0101-000 Effective Date | 06/2013 School Term Summer
Seamless Summer

T

No record found
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If Previous Claim wasOTprocessedError Code is not equal to 999)
the message belw is shown
GExisting previous claim has not been processed, claim cannot be addedo

1 Click tabs to enter data for the following:
A Quarterly Information
A Financial§USDA Donated Food Inventory amount is required in
order to SUBMIT a claim)
A Breakfast/Lunch

A Snack/Milk Enrollment and Snack/Milk Reimbursement
o Based on the user role, one or More of the buttons below are shown

2rwvr

0 Clicksavebutton to save the data entered

0 Eror deissetto 0

0 ClicksERRORSItton to check and display errors received from data
entry.

Monthly Claims Entry - Existing Claim

LEA 0101-000 Fiscal Year 2013 Q, Search & Print & Help

District ~ Dewitt Superintendent  Gary Wayman Phone  (870) 946-3576

No. Schools 4 Breakfast 4 Lunch 4 Severe Need Breakfast 4 Safety Net  Yes

Federal ID 716021322 Days Served: Regular 9 Summer 12 Seamless Summer 0

Provision Two No Charter School No Performance Based No Performance Based Date

Community Eligibility ~ No DUNS# 092924224 Stop Code  No

Effective Date ~ 06/30/2013 School Term R Entry Date 09/20/2013 Prepared By hb

Quarterly Financials ~ Breakfast/Lunch  Snack/Milk Enroliment  Snack / Milk Reimbursement
Pre-K K12 Pre-k K12 Breakfast Lunch

Breakfast Last TR ADM | O 0 ApA O 0 No. Free Eligible 0 0

Lunch Last QTR ADm | O 0 ADA 0 0 No. Reduced Eligible 0 0
Days Served 0 0

Total Reimbursement Due District (B/L/S/M) 155

Pay Date Transaction Code 1 Errors 4

orece

A Errors willbe listed at the top of the screen.
A Tabs shown iRECindicate errors were found.
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A Click on an error message position the cursor on théeld
that generated the error.
A ¢KS ydzYoSNI 2F SNNRBNHE gAff 0SS &aK29¢
A Make carections and reeat clicking the ERRORS button, until
all are resolved.
A /TftA01AY3 G(GKS GE¢ Ay (GKS G2L) O2NYS
close the error message section

o Click Help BHEIP ) to display instructions for completing a claim in a
new tab
0 ClickSubmitbutton to submit claim for approval.
A If Binding errors exist, the claim will NOT SUBMOnlyDistrict
SubmitterUser Groups will be able to submit the claim
A If USDA Donated Food Inventory has not been entered, the message
G!'{5! 52yl G4SR T22Rorkefog@aymicanN\N®THed y S3 I
submitted & is displayed
A ErrorCode is set to 777
A OnceSWBMITTEDthe claim CANNOT e modified
o District ApprovetJsers will be prompted to sigoff on the claim
A ClickApprovebutton for approval to process the claim.
1 Ifthe SUBNITTERNd ARPROVERre the sameuser, the
message below is dispayed

Askansas Child Nutrition Claims Application B8

# Monthly Claims ~ Reports v

Monthly Claims Entry - Existing Claim

In orderto Approvethe daim, the District has 2 options.
1. Request a change for the APPROVER user and try
again
2. Ifthe APPROVER user is correct,
9 Assign another user as the SUBMITTER
9 Contact Child Nutrition and ask for the claim to
be RELEASED
1 CNTECHr N ADMIN user has to RELEASE the
claim
T The NEW SUBMITTER can Submit the claim
1 The APPROVER can Approve the claim

A Approverwill be promptedfor eledronic sigrature signoff (the
paragrgph shownisfound at the bottom of the Aaim Form)
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Are you sure you want to APPROVE this
record?

| CERTIFY that to the best of my knowledge and belief, this claim is true and correct
in all aspects and that records (supporting documentation) are available to support
this claim. | understand that all supporting documents for this Claim For
Reimbursement are subject to review and/or audit by State/Federal Agency officials_ |
also understand that this information is being given in connection with the receipt of
Federal United States Department of Agriculture Funds. Further, | fully understand
that | may be prosecuted under applicable provisions of the Criminal Code of the
United States for knowingly or willfully making a False Statement, Filing a False
Report(s) and/or Filing a False Claim{s) For Reimbursement and if convicted may be
fined up to $250,000 or imprisoned up to five (5) years, or both, pursuantto 18 U.S.C.
1001 (False Statements), 18 U.S.C. 287 (False Claim(s)). | understand that | may be
prosecuted under other applicable provisions of the Criminal and Civil Code of the
United States and applicable laws of the Arkansas Criminal Code Annotated.

- ClickNOto canel approval (returns to Claimmscreen)
- Clck YESto approve by electronic sigrature and a
message is displayed

(daim can le printed showing sigrature sign-off. Any
processed claims priootthe signature sigoff
requirementwill show the Superintendent as the
Approve)
A ErrorCode is set to 888
A If Payments are being processed, the message below is
displayed and the claim will NOT be Approved

o NOTE
A SUBMIT and APPROVE creates a claim tracking recora with
time stamp, therefore, the records cannot have the same time
(i.e. 8:15am and 8:16am will suffice)
A Contact the Child Nutrition (CN)cifianges to a claimeed to be
done for aSUBMITTED clainiheCN TECHser can RELEASE
the SUBMITTEGlaim in order fo the user to make changes.
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